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(3) Administrative staff manuals and
instructions to the staff that affect the
public;

(4) To the extent feasible, guidelines,
forms, published regulations, notices,
program descriptions, and other
records considered to be of general in-
terest to members of the public in un-
derstanding activities of the Corpora-
tion or in dealing with the Corporation
in connection with those activities;

(5) The current index required by
§ 1602.4.

(c) Certain types of staff manuals or
instructions, such as instructions to
auditors or inspection staff, or instruc-
tions covering certain phases of con-
tract negotiation, that deal with the
performance of functions that would
automatically be rendered ineffective
by general awareness of the Corpora-
tion’s techniques or procedures, may be
exempt from mandatory disclosure
even though they affect or may affect
the public. These records will not be
maintained in the central records
room.

(d) Certain records maintained in the
records room or otherwise made avail-
able pursuant to this part may be
‘‘edited’’ by the deletion of identifying
details concerning individuals, to pre-
vent a clearly unwarranted invasion of
personal privacy. In such cases, the
record shall have attached to it full ex-
planation of the deletion.

[43 FR 51785, Nov. 7, 1978, as amended at 53
FR 6153, Mar. 1, 1988; 62 FR 45755, Aug. 29,
1997]

§ 1602.6 [Reserved]

§ 1602.7 Use of records room.
(a) Any member of the public who

wishes to inspect or copy records regu-
larly maintained in the central records
room may secure access to these
records by presenting himself or herself
at the records room during business
hours. No advance notice or appoint-
ment is required.

(b) The records room will also be
available to any member of the public
to inspect and copy records which are
not regularly maintained in such room.
To obtain such records a person should
present his or her request identifying
the records to the Records Officer. Be-
cause it will sometimes be impossible

to produce these records or copies of
them on short notice, a person who
wishes to use records room facilities to
inspect or copy such records is advised
to arrange a time in advance, by tele-
phone or letter request made to the
Records Officer. Persons submitting re-
quests by telephone will be advised by
the Records Officer or another des-
ignated employee whether a written re-
quest would be advisable to aid in the
identification and expeditious process-
ing of the records sought. Persons sub-
mitting written requests should iden-
tify the records sought in the manner
provided in § 1602.8(b) and should indi-
cate whether they wish to use the
records room facilities on a specific
date. The Records Officer will endeavor
to advise the requesting party as
promptly as possible if, for any reason,
it may not be possible to make the
records sought available on the date re-
quested.

[43 FR 51785, Nov. 7, 1978, as amended at 53
FR 6153, Mar. 1, 1988; 62 FR 45755, Aug. 29,
1997]

§ 1602.8 Availability of records on re-
quest.

(a) In addition to the records made
available through the records room,
the Corporation will make such records
available to any person in accordance
with paragraphs (b) and (c) of this sec-
tion, unless it is determined that such
records should be withheld and are ex-
empt from mandatory disclosure under
the FOIA and § 1602.9 of these regula-
tions.

(b) Requests. (1) A request will be ac-
ceptable if it identifies a record with
sufficient particularity to enable offi-
cials of the Corporation to located the
record with a reasonable amount of ef-
fort. Requests seeking records within a
reasonably specific category will be
deemed to conform to the statutory re-
quirement of a request which ‘‘reason-
ably describes’’ such records if profes-
sional employees of the Corporation
who are familiar with the subject area
of the request would be able, with a
reasonable amount of effort, to deter-
mine which particular records are en-
compassed within the scope of the re-
quest, and to search for, locate, and
collect the records without unduly bur-
dening or materially interfering with
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operations because of the staff time
consumed or the resulting disruption of
files. If it is determined that a request
does not reasonably describe the
records sought as specified in this para-
graph, the response denying the re-
quest on that ground shall specify the
reasons why the request failed to meet
the requirements of this paragraph and
shall extend to the requesting party an
opportunity to confer with Corporation
personnel in order to attempt to refor-
mulate the request in a manner that
will meet the needs of the requesting
party and the requirements of this
paragraph.

(2) To facilitate the location of
records by the Corporation, a request-
ing party should try to provide the fol-
lowing kinds of information, if known:
(i) The specific event or action to
which the record refers; (ii) the unit or
program of the Corporation which may
be responsible for or may have pro-
duced the record; (iii) the date of the
record or the date or period to which it
refers or relates; (iv) the type of record
such as an application, a grant, a con-
tract, or a report; (v) personnel of the
Corporation who may have prepared or
have knowledge of the record; (vi) cita-
tions to newspapers or publications
which have referred to the record.

(3) The Corporation is not required to
create a record to satisfy a request for
information. When the information re-
quested exists in the form of several
records at several locations, the re-
questing party should be referred to
those sources if gathering the informa-
tion would unduly burden or materi-
ally interfere with operations of the
Corporation.

(4) All requests for records under this
section shall be made in writing, with
the envelope and the letter clearly
marked ‘‘Freedom of Information Re-
quest.’’ All such requests shall be ad-
dressed to the Records Officer at the
address given in § 1602.5(a). Any request
not marked and addressed as specified
in this paragraph will be so marked by
Corporation personnel as soon as it is
properly identified, and forwarded im-
mediately to the Records Officer. A re-
quest improperly addressed will not be
deemed to have been received for pur-
poses of the time period set forth in
paragraph (c) of this section until for-

warding has been effected. On receipt
of an improperly addressed request, the
Records Officer shall notify the re-
questing party of the date on which the
time period commenced to run.

(5) A person desiring to secure copies
of records by mail should write to the
Records Officer at the address given in
§ 1602.5(a). The request must identify
the records of which copies are sought
in accordance with the requirements of
this paragraph, and should indicate the
number of copies desired. Fees may be
required to be paid in advance in ac-
cordance with § 1602.13. The requesting
party will be advised of the estimated
fee, if any, as promptly as possible. If a
waiver of fees is requested, the grounds
for such request should be included in
the letter.

(c) The Records Officer, upon request
for any records made in accordance
with this part, shall make an initial
determination of whether to comply
with or deny such request and dispatch
such determination to the requesting
party within 10 days (excepting Satur-
days, Sundays, and legal public holi-
days) after receipt of such request, ex-
cept for unusual circumstances in
which case the time limit may be ex-
tended for not more than 10 working
days by written notice to the request-
ing party setting forth the reasons for
such extension and the date on which a
determination is expected to be dis-
patched. In determining whether to
issue a notice of extension of time for
a response to a request beyond the 10-
day period, Corporation officials shall
consult with the Office of the General
Counsel. As used herein, ‘‘unusual cir-
cumstances’’ are limited to the follow-
ing, but only to the extent reasonably
necessary to the proper processing of
the particular request:

(1) The need to search for and collect
the requested records from field facili-
ties or other establishments that are
separate from the office processing the
request;

(2) The need to search for, collect,
and appropriately examine a volumi-
nous amount of separate and distinct
records which are demanded in a single
request; or

(3) The need for consultation, which
shall be conducted with all practicable
speed, with another agency having a
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substantial interest in the determina-
tion of the request or among two or
more components of the Corporation
having substantial subject matter in-
terest therein.

(d) If no determination has been dis-
patched at the end of the 10-day period,
or the last extension thereof, the re-
questing party may deem his request
denied, and exercise a right of appeal in
accordance with § 1602.12. When no de-
termination can be dispatched within
the applicable time limit, the Records
Officer shall nevertheless continue to
process the request. On expiration of
the time limit, he shall inform the re-
questing party of the reason for the
delay, of the date on which a deter-
mination may be expected to be dis-
patched, and of his right to treat the
delay as a denial and to appeal to the
President in accordance with § 1602.12;
and he may ask the requesting party to
forego appeal until a determination is
made.

(e) After it has been determined that
a request will be granted, the Corpora-
tion will act with diligence in provid-
ing a substantive response.

[43 FR 51785, Nov. 7, 1978, as amended at 62
FR 45755, Aug. 29, 1997]

§ 1602.9 Invoking exemptions to with-
hold a requested record.

(a) A requested record of the Corpora-
tion may be withheld from public dis-
closure only if one or more of the fol-
lowing categories exempted by the
FOIA apply:

(1) Matter which is related solely to
the internal personnel rules and prac-
tices of the Corporation;

(2) Matter which is specifically ex-
empted from disclosure by statute;

(3) Trade secrets and commercial or
financial information obtained from a
person and priviledged or confidential;

(4) Inter-agency or intra-agency
memoranda or letters which would not
be available by law to a party other
than an agency in litigation with the
Corporation;

(5) Personnel and medical files and
similar files, the disclosure of which
would constitute a clearly unwarranted
invasion of personal privacy;

(6) Records or information compiled
for enforcing the Act or any other law,
but only to the extent that the produc-

tion of such law enforcement records or
information:

(i) Could reasonably be expected to
interfere with enforcement proceed-
ings;

(ii) Would deprive a person of a right
to a fair trial or an impartial adjudica-
tion;

(iii) Could reasonably be expected to
constitute an unwarranted invasion of
personal privacy;

(iv) Could reasonably be expected to
disclose the identity of a confidential
source, including a State, local, or for-
eign agency or authority or any pri-
vate institution which furnished infor-
mation on a confidential basis;

(v) Would disclose techniques and
procedures for law enforcement inves-
tigations or prosecutions, or would dis-
close guidelines for law enforcement
investigations or prosecutions if such
disclosure could reasonbly be expected
to risk circumvention of the law; or

(vi) Could reasonably be expected to
endanger the life or physical safety of
any individual;

(b) In the event that one or more of
the above exemptions applies, any rea-
sonably segregable portion of a record
shall be provided to the requesting
party after deletion of the portions
that are exempt. In appropriate cir-
cumstances, subject to the discretion
of Corporation officials, it may be pos-
sible to provide a requesting party
with: (1) A summary of information in
the exempt portion of a record; or

(2) An oral description of the exempt
portion of a record. In determining
whether any of the foregoing tech-
niques should be employed in accord-
ance with this paragraph or whether an
exemption should be waived in accord-
ance with paragraph (c) of this section,
Corporation officials shall consult with
the Office of General Counsel. No re-
questing party shall have a right to in-
sist that any or all of the foregoing
techniques should be employed in order
to satisfy a request.

(c) Records that may be exempted
from disclosure pursuant to paragraph
(a) of this section may be made avail-
able as a matter of discretion when dis-
closure is not prohibited by law, if it
does not appear adverse to legitimate
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